MINISTRY OF THE ENVIRONMENT AND WATER RESOURCES 



Contract and Procurement Manager 
Project Executing Unit 

Job Description 

Job Summary 

The incumbent is required to implement and conduct procurement /contract management 
procedures to improve the efficiency of the Flood Alleviation and Drainage Programme for the 
City of Port of Spain (FAPPoS). Duties include: assisting with the evaluation of tender 
document; ensuring compliance with procurement procedures, legislation and reporting; 
monitoring the progress of and variations from contracts and recommending remedies; and using 
technical and financial information to inform procurement strategy and, priorities. 

Reports To: Programme Coordinator 

Supervision Given To: N/A 

Duties and Responsibilities 

• Plans, organises and co-ordinates the procurement of supplies, materials, equipment and 
services for the FAPPoS 

• Develops, implements and monitors a procurement plan for the FAPPoS 

• Manages the procurement process and ensures all procurement activities comply with 
applicable laws, regulations, policies and procedures of the FAPPoS, the Ministry and the 
Inter- American Development Bank (IDB) 

• Prepares Expressions of Interest, request for Proposals, Letters of Invitation, Request for 
Proposals and other tender documents 

• Evaluates or assists in the evaluation of tender documents in compliance with 
government and IDB regulations 

• Carries out pre-qualification exercises to establish and maintain a database of approved 
contractors 

• Establishes and implements a contractor performance management system to assess 
indicators such as capabilities and qualities 

• Prepare requests to the IDB for Non-Objection on behalf of the PEU, ensuring that all 
required and approved documentation is included 

• Conducts bidders' meetings, provide clarification and prepares minutes on the bidding 
process as required 

• Develops and implements an information management system for procurement activities 



Monitors contract progress and variations to take action to remedy slippages 



• Monitors and reviews the execution of contracts to ensure compliance with stipulated 
terms and makes recommendations to ensure probity and proper performance by both 
parties 

• Handles claims and disputes, claims against warranties and works towards the resolution 
of conflicts and problems arising out of cases of poor performance for non-compliance 
with contractual obligations within the terms and conditions of contracts 

• Responsible for contract closure, including identifying best practices and lessons learned 
and performing contractor assessment from a contract management perspective 

• Sets up procedures for timely request for funding and disbursement for authorised 
expenditure 

• Forecasts procurement needs of the Programme by conferring with management and staff 
to ascertain their requirements 

• Maintains a record of all supplies, equipment and services procured and disposed 

• Plans and organises the logistics associated with prompt delivery of supplies, materials, 
equipment and services to meet the need of the Programme 

• Maintains inventory control and recommends procurement strategies 

• Uses technical and financial information to inform on budget preparation, procurement 
strategies, priorities and timing 

• Prepares reports and other documents as required on procurement matters 

• Undertakes a full risk analysis including mitigation measures for all contracts 

• Performs any other related duties 

Knowledge, Skills and Abilities 

• Strong analytical, quantitative , planning and organisation skills 

• Excellent communication skills 

• Skills in preparing plans, proposals and reports 

• Ability to be highly motivated and must be a results and detailed oriented individual 

• Must be able to work as a member of a team or independently 

• Ability to build and maintain effective working relationships 

• Ability to develop innovative and practical solutions to technical problems 

• Ability to handle multiple assignment simultaneously 



Minimum Qualifications and Experience 



• Masters of Science Degree in Project Management, Supply Chain Management, Civil 
Engineering or a related field 

• Minimum of five (5) years experience in performing procurement duties including two 
(2) years experience in the construction industry performing procurement duties 
according to IDB and government guidelines 

OR 

• Any equivalent combination of training and experience 



